
P R I N C E S S A N N E P O L I C E D E P A R T M E N T 

HUMAN RESOURCES AND RECORDS SECTION 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. M315 
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Agency: Princess Anne Police Depar tment Div is ion/Uni t : Police Depar tment 

Human Resources & Records 

Item No Description Retention 

Personnel Fi les/Background 
Full T ime & Part T ime Employees 
Contains: Appl icat ion, oath o f of f ice, personnel 
act ion fo rms, cert i f icates, d ip lomas, t ra in ing 
reports, personnel orders, discipl inary act ion, 
commenda t i on , correspondence, rat ing reports. 
Background fi les conta in p re -emp loyment data, 
personal history quest ionnai re, credi t repor t , 
po lygraph, f ingerpr ints. 

Compla int Reports 
Contains: Vehicle impound and inventory 
record, supp lement repor t , District Court 
appearance repor t , f ingerpr ints, pictures, log 
records, da te / t ime of f inal d isposi t ion, custody 
and proper ty repor t . Proper ty /ev idence, d rug 
cert i f icat ions, distr ict cour t records and 
appl icat ion fo r s ta tement o f charges, arrest 
war ran t , m o t o r vehicle accident reports, etc. 

Retain unt i l t e rm ina t i on plus 3 
years, t hen destroy. 

Retain fo r 15 years, t hen 
destroy. 

Approved by Depar tment , Agency or Division 

Representat ive 

Date: 

Signature: 

Type Name: 

Ti t le: _ _ Q 

Schedule Author ized by State Archivist 

Date: 

Signature: 
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Agency: Princess Anne Police Depar tment Div is ion/Uni t : Police Depar tment 

Human Resources & Records 

Item No Description Retention 

Computer Reports 

Contains: Summary o f parking t ickets by off icer, 
city, parking t icket system. Parking t icket daily 
issuance repor t , hours proof l ist ing, t ime sheets 
and accrual register. 

Finance Reports 
Contains: Cash register closeout, f inal to ta l o f 
funds col lected repor t , deposit t ickets, etc. 

Mary land Safety Equipment Repair Order 
Warn ing 

Contains: Copy of t icket issued by off icer 

Retain fo r 3 years and unt i l all 
audi t requ i rements have been 
fu l f i l led, t hen destroy. 

Retain fo r 3 years and unt i l all 
audi t requ i rements have been 
fu l f i l led , t hen destroy. 

Retain fo r 1 year, t hen 
destroy. 

Approved by Depar tment , Agency o r Division 

Representat ive 

Date: 

Signature: 

Schedule Author ized by State Archivist 

Date: 

Signature: 
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Type Name: 

Ti t le: C 
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Agency: Princess Anne Police Department Division/Unit: Police Department 
Human Resources & Records 

Item No Description Retention 

Correspondence 
Correspondence sent by the department. 
Relates to the following subjects: Maryland 
State Police, Animal Bites, FBI, NCIC/Meters 
checks, State's Attorney, citizens, Liquor Board, 
Juvenile Justice, Accidents (Departmental). 

Screen annually and destroy 
material that is no longer 
needed for current business 
with the following exception: 
Transfer to the Maryland 
State Archive for permanent 
retention any material that 
serves to document the 
origin, development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. All other 
material, retain for 2 years 
and then destroy. 

Approved by Department, Agency or Division 
Representative 

Date: 

Signature: 

Type Name: 

Title: CJ) 

Schedule Authorized by State Archivist 

Date: 

Signature: 
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Agency: Princess Anne Police Depar tment Div is ion/Uni t : Police Depar tment 

Human Resources & Records 

Item No Description Retention 
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Paid Traffic Tickets 
Copy of t icket , adding machine tape, copy o f 
summons, and invoice 

Notice o f Intent t o Stand Trial 

Citations t o the District Court, Citations not 

payable, party must stand t r ia l , civil c i tat ions, 
etc. 

Parking Violat ions 
Parking t ickets, summons, void t ickets, 
correspondence t o the State's At torney 's Office 
regarding vo ided t ickets, etc. 

Un i fo rm Munic ipa l Infract ions/Civi l Citat ions 
Contains: Copy of t icket , receipt o f tape of f ines 
received. 

Retain f o r 3 years and unt i l all 
audi t requ i rements have been 
fu l f i l led , t h e n destroy. 

Retain fo r 5 years^fAe*, dtsrscy. 

Retain fo r 3 years, t hen 
destroy. 

Retain fo r 3 years, t hen 
destroy. 

Approved by Depar tment , Agency or Division 
Representat ive 

Date: 

Signature: 

Type Name: 

Ti t le: C 

Schedule Author ized by State Archivist 

Date: 

Signature: 
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Agency: Princess Anne Police Depar tment Div is ion/Uni t : Police Depar tment 

Human Resources & Records 

Item No Description Retention 

ll 

12 

13 

Custody Arrest Reports 
Contains: name, address, arrest t ime , arrest ing 
off icer. 

Towing Summons 

Summons, vehic le i m p o u n d m e n t record receipt 
for payment . 

Depar tmenta l Policies 
Contains: Chief, Patrol , Admin is t rat ive 
Memorandums , Personnel and Special Orders. 

Retain fo r 15 years, t hen 
destroy. 

Retain unt i l served, plus 3 
years, t hen destroy. 

Screen Annual ly and destroy 
mater ia l t ha t is no longer 
needed fo r cur rent business 
w i t h t he fo l l ow ing except ion : 
Transfer t o the Mary land 
State Archive fo r pe rmanen t 
re ten t ion any mater ia l t ha t 
serves t o document t he 
or ig in , deve lopment , and 
accompl ishments o f t he of f ice 
and has cont inu ing 
admin is t ra t ive, f iscal, legal, or 
historical value. 

Approved by Depar tment , Agency or Division 
Representat ive 

Date: 

Signature 

Type Name: Jt^T^/o^ 

Tit le: 

Schedule Author ized by State Archivist 

Date: 

Signature: 
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Agency: Princess Anne Police Depar tment Div is ion/Uni t : Police Depar tment 

Human Resources & Records 

Item No Description Retention 

1 4 

1 5 

1 6 

1 7 

Warrants 
Contains: Records un i t document services, 
distr ict cour t cr iminal summons on charging 
document and subpoena. 

Officers drivers record required 

Contains: Correspondence, request fo r dr iv ing 

records f r o m MVA and various states cer t i f ied. 

Expungement Orders 
Contains: Pet i t ion t o Expunge, f inal disposi t ion 
repor t , etc. 

Un i fo rm Crime Report (UCR) 
Contains: Mary land State Police Reports issued 
by the Un i fo rm Crime Report ing system. Lists 
cr ime statistics by t ype of cr ime. 

Retain unt i l served, plus 3 
years, then destroy. 

Screen Annual ly . 
Destroy mater ia l hav ing no 
fu r the r legal, admin is t ra t ive, 
fiscal o r opera t iona l value. 

Retain fo r 3 years and unt i l all 
audi t requ i rements have been 
fu l f i l led , t h e n destroy. 

Screen Annual ly 
Destroy mater ia l having no 
fu r the r admin is t rat ive or 
operat ional value. 

Approved by Depar tment , Agency or Division 
Representat ive 

Date: 

Signature: 

Type Name: cS^// 17&/f*/~ 

Tit le: C L s £ a / Y*— 

Schedule Author ized by State Archivist 

Date: 

Signature: 



PRINCESS ANNE POLICE DEPARTMENT 
HUMAN RESOURCES AND RECORDS SECTION 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. M315 

Page 7 of 7 

Agency: Princess Anne Police Department Division/Unit: Police Department 
Human Resources & Records 

Item No Description Retention 

18 

1 9 

Bureau of Investigation (Bl) Files, Bureau of 
Investigation (Bl) Database, Bureau of 
Investigation (Bl) Photos 
(Prior to current complaint report) 
Contains: Incident report, name address, place 
of arrest, date of arrest, photo's, arrest report, 
Federal Bureau of Investigation (FBI) report, etc. 

Maryland Flagging Files 
Contains: Forms used to obtain registration 
plates, and/or sticker from the Motor Vehicle 
Administration for failure to pay parking tickets. 
Shows amount paid and how paid (check, cash, 
etc.) 

Retain for 15 years, then 
destroy. 

Retain for 3 years, then 
destroy. 

Approved by Department, Agency or Division 
Representative 

Date: 

Signature: 

Type Name: SdJ tf-T7&/fc/' 
Title: CheJ^d-f 'Pt/tC^ 

Schedule Authorized by State Archivist 

Date 

Signature: ^£tr^^C^^pjt^ry^i 


